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AGENDA
• “foragentsonly” website – What it contains and how to utilize it to 

its full capacity.

• Certificate Codes – How to get the certificate that you need the first 
time.

• Workflow/Print Package – How to view and submit your package 
in workflow to receive all of your documents in the package.  

• DCIS “Hot Keys” –How, When and Where to use them.

• Oh No! I have a Merger/Dissolution/Conversion/Renewal – What 
you need to know about applying various Mergers, Dissolutions, 
Conversions or Renewals to DCIS.  GP/LLP/LLLP information.

• ICIS – Integrated Corporate Information System – We need your 
input on your wants and expectations of the new system.



The
“foragentsonly”

website
http://corp.delaware.gov/foragentsonly.shtml



The Division created the “foragentsonly”
website to help our agents retrieve frequently 
requested information directly from our 
website with a touch of a button and not wait 
for a phone call or email.   All information is 
either able to be downloaded and saved or 
printed directly from the website*.  

The direct URL is: 
http://corp.delaware.gov/foragentsonly.shtml

* This web address is for internal Registered Agent use only and is not to be provided to any clients.





The “foragentsonly” website contains the 
following:
• Important News Flashes and updates.
• Conference Meeting Information and Law changes. 
• Manuals, Worksheets, Forms, etc… including: 

Guidelines, DCIS training manual, blanket change of agent forms,
etc…

• Holiday closing and office hours
• Contact Information 
• Daily Work to be processed report (updated every business day 

before 9am)
• Anti-Money Laundering Information, etc…

QUESTIONS?



CERTIFICATE CODES

Due to the complexity and the various types of different 
certificates that can be printed in our office, the Division has
developed a break down of the different codes and how to input 
them on to our system to help ensure that you receive the correct 
certificate the first time.  The codes are also available in DCIS.  
Enter SCT in the Screen:____ menu.

As always, please feel free to contact our office to verify any information you need 
at   DOSDOC_Tech_Support@state.de.us or 302-857-4626.  Someone is 
available until 5pm daily.



GOOD STANDING AND CERTIFIED COPY CODES 
 

CERTIFIED/CERTIFICATE DOC CODE CERT CODE 
   
Regular Certified Copy 8100 8100 
CC of all Documents on File (also use when only 
forming doc. is on file) 

8100H N/A 

CC of Restated Forward 8100X 8100X 
CC of Alternative Dispute Resolution 8100 8100A 
CC of Blkt Statutory Trust 8100 8100B 
CC of Blkt Corporation 8100 8100C 
CC of Domestication 8100 8100D 
CC of Blkt LLP/GP 8100 8100E 
CC of Blkt GP 8100 8100G 
CC of Blkt L.P. 8100 8100L 
CC of Merger 8100 8100M 
CC of Cancellation/Conv 8100 8100N 
CC of Partnership Domestication 8100 8100P 
CC of Resignation of Agent 8100 8100R 
CC of Conversion/Formation 8100 8100V 
CC of Foreign Withdrawal 8100 8100W 
CC of Blkt L.L.C. 8100 8100Y 
CC of Conv/Cancellation 8100 8100Z 
CC of Annual Report 8200 8200 
CC of Corrected Document 8100 8101 



 
   
Plain Copy 4100  
Plain Copy of Annual Report 4100A  
Plain Copy History 4100H N/A 
Plain Copy/Restated Forward 4100X N/A 
   
Apostille 4800  
   
Re-reg/good standing 8300 8300 
Re-reg/bankruptcy 8300 8300B 
Re-reg/non-stock, non-profit 8300 8300C 
Re-reg/Foreign LLP 8300 8300F 
Re-reg/non-stock 8300 8300N 
Re-reg/stock, non-profit 8300 8300S 
Re-Reg – Series LLC 8300 8300E 
Name Reservation Certificate 8300 8300G 
Registered Agent Certificate 8300 8430 
Re-long 8310 8310 
Re-long/Bankruptcy 8310 8310B 
Re-long Only Paper of Record 8310 8315 
Re-long/Only Paper of Record, Bankruptcy 8310 8315B 
Re-long w/out Good Standing 8340 8340 
   
O Status-filed AR, tax is due 8320 8300O 
Q Status-not filed AR, tax paid 8320 8300Q 
U Status-not filed AR, tax due 8320 8300U 



 
   
Re-Change of Name 8320 8320 
Re-Change of Name/All Names 8320 8321 
Re-Merger 8320 8330 
Re-Foreign 8320 8360 
Re-Foreign Withdraw 8320 8365 
Re-Foreign Void 8320 8365A 
Re-Dissolution (D Status) 8320 8370 
Re-Short Form Dissolution (D Status) 8320 8371 
Re-Short Dissolution BBB (Surrender) 8320 8372 
Re-Cancellation of L.P./LLC/GP 8320 8375 
Re-Dissolution BBB (Surrender) 8320 8380 
Re-No Record (Corp) 8320 8390 
Re-No Record L.P. 8320 8391 
Re-No Record L.L.C. 8320 8392 
Re-No Record Statutory Trust 8320 8393 
Re-No Record G.P. 8320 8394 
Re-No Record L.L.P. 8320 8396 
Re-No Transfer 8320 8395 
Re-Continuance 8320 8395C 
Re-Void (Corp) 8320 8400 
Re-Void/No Proclamation (Corp) 8320 8401 
Re-Expiration 8320 8405 
Re-Forfeiture 8320 8415 
Re-Void/Cancelled (J Status) 8320 8420 
Re-Forfeit/Resigned (R Status) 8320 8425 
Re-Cease Good Standing 8320 8300X 
Re-Conversion 8320 8317 
Re-Conversion/Cease to Exist 8320 8317T 





Important Tips for selecting your 
document in DCIS and ensuring that 

you receive the correct certificate!

• If printing a history certificate or plain copy request, always select the original 
formation.  

• Name change certificates are selected on the last name change that the entity did.  A 
name change certificate requesting all name changes is selected under the first name 
change.

• Re-dissolutions must match the dissolution doc code to print correctly.
• Re-Voids that are requested on newly voided entities and requested between March 

1st and Mid-June need to be verified for a proclamation date.  To check the 
proclamation date, go to the 110 screen under the Domestic/Foreign Residency field.  
If no date present then you must request a 8401 certificate Re-Void with no 
proclamation.

• Certified copies of mergers should be chosen on the survivor and use 8100m in the 
Cert field so that all merger information shows correctly on the certificate and your 
document shows up in print package.  



Workflow and Print Packaging
How to get your images the first time

Important Tips
• When selecting a 8100h or 4100h, select the original formation. This ensures that 

the history is complete in DCIS and helps prevent an error message or wrong 
certificate.

• If the entity has not been in good standing since 1989, verify that the images are on 
system by viewing the PF6 Image Query in the Natural Applications.  If the 
documents are not on system, then a request must be submitted to our office so that 
the images can be pulled from Archives.

• If the images are in a “000000000” pack in PF6 Image Query you must view the 
package and break down the documents by page numbers. (instructions to follow)

• Blanket Change of Agents are no longer included in historical packs and will not print 
out as a certified copy.  If your clients needs the blanket information, please contact a 
Filings Manager or Mentor for the proper procedure for requesting the blanket filing.











QUESTIONS?



DCIS “Hot Keys”
How, When and Where to use them

DCIS has the built in feature on most fields that enables 
our Users to hit a F4 key for help in specific field 
requirements.  Here are the key functions:

• F2 – Help Key - shows what is available to fill in the selected field.
• F4 – This allows you to get out of a help screen without having to go all 

the way to the end. 
• F7 – Previous Key – you can go to a previous help screen or tax year.
• F8 – Next Key – you can go to the next help screen or tax year.

These keys are available to use on any highlighted field that allows for 
multiple choices in a field.



Questions?



OTHER HELPFUL REMINDERS 
AND POINTERS

Preclearances –Once invoiced in DCIS on the 410 screen, the filer suspends the filing to CSR for the 
insertion of the letter.  When the letter is inserted, CSR sends it back to the filer to submit through 
print package and complete.  To see if the Preclearance has been completed first view 410 screen 
in DCIS, if invoiced, go to Workflow (Natural Applications Window 1 or 2) to view status of 
preclearance.  See Workflow Status Codes below.

Workflow Status Codes:
S = Not yet accessed by filer to be processed (mcs S)
A = Completed in workflow (mcs A)
E = Suspended to CSR (mcs P)
Z  = Completed and burned to historical (mcs Z)
D = Rejected (mcs A)

Reprinting FILINGS (Approvals) and not receiving the image – When the image is not received on 
an Approval and it has been completed (“A” Status), please do not try to reprint the service 
request number because the image will not print.  E-mail the Help Desk at 
DOSDOC_Help_Desk@state.de.us and we will reprint the filing.

QUESTIONS?



Oh No!  I have a 
Merger/Dissolution/Conversion!

What you need to know to get it on DCIS!
Quick Tips

• Any Delaware corporation that is ending its existence as a Corporation is required by law to file an 
Annual Report before the filing is put on DCIS.

• Mergers being filed on DCIS must always start with the non-survivors being filed first on system.  
The information is pre-populated to all subsequent file numbers in the merger.  

• Any non-Delaware entities involved in the merger must be created before the merger is started.

• To file a 391 dissolution, the entity must have paid only minimum tax on all years or be a 
minimum tax company since the existence of the entity.

• 391/274 - If a company is not a minimum stock company then they cannot file a 274/391 even if 
no taxes have been paid; they can only file a 274. However, if they have previously paid the 
minimum tax through an annual report filing, then it is acceptable for them to file a 274/391 without 
paying current year tax or filing a current annual report.

• 391/274 - Be sure to check document history and tax history (531) screen before filing. If total 
issued or total assets are filled in on any year then question why they are filing a dissolution 
before beginning business or dissolution before issuance of shares. 



Mergers
Your questions answered.

• If the surviving corporation is a Delaware and it is basically taking the non-survivors charter, it 
must still have the Incorporator of the survivor’s charter set forth on the document. They must 
state that the Certificate of Incorporation of the Surviving corporation will be its Certificate of 
Incorporation (even though they are copying the non-survivor’s charter). 

• Whether the Certificate of Incorporation is set forth in the merger or is attached as an exhibit, it 
should not be executed. 

• It is not necessary to include the Incorporator or directors in an Incorporation or an Amended 
certificate of incorporation that is attached to a merger or also in an Amendment set forth in a 
Merger. 

• If amended charter is attached as exhibit to Certificate of Merger it must be appropriately headed 
and no introductory or execution language may be included. If amended charter is attached as 
exhibit to Certificate of Merger and it has never been restated it may not be headed as such. 
Execution of original incorporator may not be included. 

• Mergers and restateds filed simultaneously must be filed with the same filing time. The restated 
must be attached to the merger in the exact manner as the restated being filed simultaneously. 



• If a name change is involved, the name on the restated must be the OLD name in the heading and 
the new name in article first. There must be an introductory paragraph and must be executed.  If a 
restated already exists, they may still file a merger/restated simultaneously. There are no 
restrictions on how many times this may occur. 

• If a restated already exists and they are attaching to a merger, there should not be an introductory 
paragraph or an execution on the restated. The restated should only be the document set forth 
with the heading and starting with article first.

• If the statement that the Certificate of Incorporation of the surviving corporation shall be it’s 
Certificate of Incorporation and there is a restated on file, per Mr. Coyle, the document is O.K. to 
file.

• If there is a reference to an attachment or exhibit in the RESOLUTIONS of an ownership, that 
attachment or exhibit does not have to be attached to the ownership being filed with this office. 
The attachment or exhibit is for their corporate records only. EXCEPTION: If there is reference to 
an Amended and Restated Certificate or an Amended Certificate of Incorporation made in the 
Resolutions this must be attached; otherwise the amendments that they want reflected in the 
merger will not be on file with our office. 

• A merger referencing a third party does not mean this third party corporation is actually one of the 
constituent merging corporations. This information is usually supplied for the sake of the corporate 
records/bookkeeping, legal affairs, etc. If this third party were to be one of the companies actually 
merging, it would be listed in the heading of the document and referenced as one of the 
constituent corporations.



• If an ownership is being filed with an agreement of merger attached, the agreement does not have 
to comply with sections 251 or 252, however the name(s), dates, agents names/address, etc. that 
are set forth in the document must be correct. 

• If a Certificate of Merger is being filed with a Certificate of Agreement of Merger attached or if a 
Certificate of Agreement of Merger is being filed with a Certificate of Merger attached, both the 
certificate and the agreement must comply with sections 251/252. The reason behind this is that 
section 253 for the ownership does not refer to an agreement, however, sections for all certificates 
and agreements are related in that one is being filed in lieu of the other, but they do reference the 
other type of certificate. 

• If a non-Delaware corporation survives a merger and attaches their charter documents to the 
merger, it is acceptable as long as the copies are legible. We really do not care since it is a non-
Delaware corporation.

• In reference to the above and elaborating on such, if a document, merger or otherwise, has 
information not required by our guidelines, we consider that information excess and unnecessary, 
however, we will file the document. Just remember that information must be an accurate record of 
pertaining to a Delaware corporation that can be verified. EXAMPLE: dates, previous documents 
filed, previous names, etc. that are set forth in the document. We will not reject a document for 
having too much information. 

• It is acceptable to have two headings in a merger in order to comply with Delaware law and the 
law in other states; it is considered excess as long as everything else that we need is in the 
document.



• As long as a merger section is referenced somewhere in the document, it does not have to be 
referenced again in the approved, adopted, certified, etc. statement. 

• If an Inc. is attached to a Merger and the company has a Restated on file, it is acceptable to be 
titled as an Inc. even if it is amending. However, if the company does not have a Restated on file 
then they could not call the attachment a Restated without filing it simultaneously. 

• It is acceptable to name a third party in a merger without referring to what their status is 
(shareholder, etc.) it is considered excess. Also, a third party can be listed as a constituent entity.

• When an Inc. is attached to a merger and it is changing the name of the company, the new name 
should be in both the heading and Article 1. 

• If a foreign company lists its name and DBA another name in a merger, it is acceptable to file and 
put both names on DCIS. 

• On a Merger/Restated simultaneous filing, if there is an effective date in the merger it must also 
be in the Restated (both the one attached to the merger and the simultaneous one). 

• It is acceptable to file mergers between one or more corporations and 1 or more LP’s or LLC’s, 
however, it is not acceptable for corporations, LLC’s and LP’s to merge in one document. 

QUESTIONS?



Dissolutions & Cancellations
What you need to know

• You may only file a Short Form Dissolution on a corporation if they meet the following 
requirements:

– The corporation has no assets and has ceased transacting business. 
– The corporation, for each year since its incorporation in this State, has been required to pay 

only the minimum franchise tax that is prescribed by § 503 of this title. 
– The corporation has paid all franchise taxes and fees due to or assessable by this State 

through the end of the year in which said certificate of dissolution is filed.
– The corporation must not have paid more than the minimum tax due since the entity was first 

formed. This can be viewed on the 511 screen.
– If you are unsure of whether the entity qualifies for a 391 Dissolution, please contact 

Franchise Tax at 302-739-3073, option 3 or email at DOSDOC_Ftax@state.de.us.
– If a company is not a minimum stock company then they cannot file a 274/391 even if no 

taxes have been paid; they can only file a 274. However, if they have previously paid the 
minimum tax through an annual report filing, then it is acceptable for them to file a 274/391 
as long as a report for the year the entity is dissolving is filed and the recalculation is the 
minimum tax. 

• Filing a Certificate of Dissolution on a Partnership does not end the existence of the Partnership. 
You must file a Certificate of Cancellation to cancel the Partnership.  A Dissolution only allows the 
Partnership to wind up its affairs before filing an actual Cancellation.

• Dual Entities – All dual entities must have a document filed to cancel each of the entity types.  
(i.e. for a LLLP, a LLLP cancellation must be filed followed by a LP cancellation to end the 
existence of the entity)



• It is acceptable to cancel just the Dual Entity Status of an existing dual entity.  (i.e. – an existing 
LLLP can cancel its LLLP status and still remain a Limited Partnership)

• Any alternative entity that is in any status other than good standing will be required to restore the 
entity to good standing before the Cancellation is filed.

• All annual reports must be filed on a corporation before a corporate dissolution is filed on system.

Questions?



Conversions
The ins and outs of getting them on system

Quick Tips
• Any conversion that is converting a Delaware corporation must file an Annual Report prior to the 

filing of the Conversion.

• Any conversion that involves any Delaware corporation will use a doc code of 265 (i.e. 0265, 
0265s, 0265n, etc…) whether it is the resulting entity type or the original entity type or else the 
certificate will not read correctly and the fees will not charge properly.

• Conversions involving only alternative entities will use a doc code of 17217.

• If you are converting a Non-Delaware entity to a Delaware entity, you must build the non-
Delaware as a 0102n and include the jurisdiction information and the original formation dates. 

• You must change the name, entity kind, agent, and add any stock information (for DE stock 
corporations) at the time of the conversion filing.  

• If you need to print a certified copy of a conversion, you will use the 8100 and then 8100v where 
the cert code is located on the bottom of the screen.



• You must change the name, entity kind, agent, and add any stock information (for DE stock 
corporations) at the time of the conversion filing.  

• If you need to print a certified copy of a conversion, you will use the 8100 and then 8100v where 
the cert code is located on the bottom of the screen.

• Conversion forms are available on our website at: 
http://corp.delaware.gov/conversions.shtml

• All Delaware entities that are converting to another entity type or to another jurisdiction are 
charged all tax due, including the current year in which the Conversion is taking place.

• If the conversion involves a change of agent and the new agent is in another county, you will be 
charged 2 county recording fees and possibly 2 municipality fees.











Any Questions?



Renewals for Void or Forfeiture
Quick Tips

• Due to recent law changes requiring the filing of Annual Reports, it is advised that you contact a 
Franchise Tax Specialist to ensure that any and all required reports are filed before submitting 
your document.  You can email them at DOSDOC_Ftax@state.de.us.  

• The date of the actual forfeiture or void is located on the 110 screen under the status listed as 
STAT DATE.  This date is required in the Renewal and Forfeiture certificate in article 5.

• The date in article 4 for the Renewal and Forfeiture certificate will always be the day before it went 
Void/Forfeited.  (Be careful of Leap Years on Voids as this will effect your date in article 4.)

• If the entity name is no longer available, you must set forth the new name accompanied with the 
statement “formerly known as” and state the name as it was listed at the time it went void.







Questions?



GP/LLP/LLLP’s
Quick and Easy Tips

Codes to be used when filing GP/LLP/LLLP:

General Partnership (GP): (1 document to form)
• Kind: G (General partnership)
• Type: G (General Partnership)
• Tax Type: G (Annual G.P. tax)

Limited Liability Partnership (LLP): (1 document to form)
• Kind: P (Ltd. Liability Partnership)
• Type: A (General)
• Tax Type: P (Annual L.L.P. tax)

Dual Entities: 
GP/LLP: (2 documents to form)

• Kind: G (General Partnership)
• Type: L (LLP or LLLP)
• Tax Type: G (Annual G.P. tax)

LP/LLLP: (2 documents to form)

• Kind: L (Limited Partnership)
• Type: L (LLP or LLLP)
• Tax Type: L (Annual L.P. tax)



GP/LLP/LLLP ANNUAL REPORTS

Annual Reports - LLP, LLLP

• LLP - Sec. 15-1003 (a) - $200 per partner
• LLLP - Sec. 17-214(a)(1) – refers directly back to 15-1003  $200 per partner

Reports are due June 1 of each year following the calendar year in which the forming document 
was filed/effective. When filing a LLP or LLLP annual report, please check the Last Annual 
Report field in DCIS for the accurate year. If the year is incorrect or no year is present in this 
field, please contact tech support before processing the filing.



Reinstatements

Sec. 15-1003(e) $100 (Status or Corp Type= P revoked)
• Sec. 15-1004 new statute, no guidelines (for reinstatement after a resignation of agent or  court 

removal of agent. Status=R forfeited/resigned)
• All Annual Reports must be filed before the Reinstatement is filed.  Please check the Last Annual 

Report field in DCIS for the accurate years that are a mandatory requirement to be filed.

Annual Reports are filed 1st – in chronological order (document not required to contain the year) 
and are all filed with the same time.

Reinstatement is filed after all Annual Reports are filed. The entity must file annual reports for 
all years that the entity was revoked.  All Annual Reports and the Reinstatement are filed with the 
same filing time. Check Screen 160 for the last annual report filed.

Registered agent name and/or address may not be amended in an Annual report or 
reinstatement.

Executions:
LLLP Annual Reports and Reinstatement - 1 general partner must sign and must be the general 

partner of record. The signing general partner has to be verified in history. 

LLLP – it is okay to list only 1 partner- pursuant to 17-214(b)(2) reference to partners means 
general partners only.



How do I know I have to file an Annual Report and a Reinstatement?

• When Annual Reports and Reinstatement are submitted – determine the number of years of 
reports that are needed. They must all be present before proceeding.  

• Any Reinstatement that is submitted without the required Annual Reports will not be processed.

• Any Annual Reports that are submitted without the Reinstatement will be filed if the Reports are 
compliant.

KEY FIELDS IN DCIS:

• Corp type – variable (L or P*)
• Status – variable (A, P, X, J or R)
• Expire Date 
• Last annual report – date

*Corp type P = revoked-dual entities - only affects partnerships qualification as limited liability 
entity. This does not affect its status as a general partnership or limited partnership. Be 
careful not to confuse Corp Type and Status. 



Where to find the LLP/LLLP Annual Report 
Information on the 110 Screen



Single Entities:

LLP
Kind: P
Type: A
Status = A (good standing)
Expire date has past

The current Annual Report must be filed to bring the entity up-to-date. Check the last   annual 
report date on DCIS.

LLP
Kind: P
Type: A
Status = P (revoked)

Annual Report(s) and Certificate of Reinstatement must be filed to bring the entity up- to-date.  
Annual reports that have not been filed must be filed for each year up to the current year.



Dual Entities:

GP/LLP or LP/LLLP

1. Kind: G or L
Type: L
Status: A
Expire date: in the past.

Must file current Annual Report to bring the entity up-to-date.

2. Kind: G or L
Type: P  (Revoked as LLP/LLLP)
Status: A

Must file Annual Report(s) (for each year that the entity has been revoked) and a 
Certificate of Reinstatement to bring the entity up-to-date.



3. Kind: G or L
Type: L or P 
Status: X (Cease to be in good standing)
Expire date: see below

FIRST: Must pay amount due for tax, penalty and interest to restore the GP/LP back into 
“A” status (good standing). 

Also: After restoring, if type is L and expiration date has passed must file current Annual 
Report to bring the LLP up-to date.

Also: After restoring, if type is P must file Annual Report(s) (for each year that the entity 
has been revoked) and a Certificate of Reinstatement to bring the LLP up-to-date.

4. Kind: G or L
Type: L or P
Status: J (Cancelled/voided) or R (Forfeited/Resigned)

FIRST: Must file a Certificate of Revival and pay amount due for tax, penalty and interest 
to bring the GP/LP back into good standing status.

Also: After Reviving, if type is L must file the current Annual Report to bring the LLP up-
to-date.

Also: After Reviving, if type is P must file Annual Report(s) (for each year that the entity 
has been revoked) and a Certificate of Reinstatement to bring the LLP up-to-date.











Any Questions?



ICIS
The Division of Corporations is 
proud to announce that the ICIS 

project is officially underway.  

We want and need your input.




